NASPNCLAI NST 5213. 1U
Code 111000

NASPNCLA | NSTRUCTI ON 5213. 1U

Subj: FORMS MANAGEMENT AND PROCUREMENT OF FORMS, PRI NTI NG AND DUPLI CATI NG
SERVI CES

Ref : (a) SECNAVI NST 5603. 2D
(b) SECNAVI NST 5213. 10D
(c) Navy Stock List of Fornms and Publications, Cognizance Synbol 1
NAVSUP P2002
(d) CNETNOTE 5213 (current edition), Conmand General Use Forns
( Cogni zance)

Encl: (1) Oficial Cerenonies
(2) Guidelines for Cerenonial Prograns

1. Purpose. To establish production and use policy regarding official
printed matter for official cerenonies as set forth in reference (a). To
establ i sh procedures for the inplementation of the Departnment of Navy Forns
Managenent Program per reference (b), and to set forth | ocal procedures for
t he procurenent of forns, printing, and duplicating services.

2. Cancell ation. NASPNCLAI NST 5213. 1T
3. Information
a. njectives
(1) To ensure appropriate fornms and procedures are devel oped to
facilitate the mlitary and busi ness operations of NAS Pensacol a and serviced

comrands.

(2) To elimnate ineffective, unnecessary, and duplicate forms through
control, standardization, and consolidation

(3) To provide information concerning procurenment sources and
procedures for ordering established forns.

b. Definitions

(1) Form Any docunent, including letters, post cards, and
menor anduns, printed or otherw se reproduced with space or filling in
i nformati on, descriptive material, or addresses; or, any format designed to
structure the arrangenment of such information

(2) Standardi zed Form One which is nunbered, dated, titled, and
desi gned per reference (b) and established Navy forns managenent criteria.
St andardi zed fornms may or may not be stocked in the Navy supply system and may
not be altered for |ocal use or substituted w thout concurrence of the
ori gi nator.
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(3) Format. An arrangenent of sinple data in a prescribed sequence
where the nunber or frequency of responses is limted. Formats shall not be
used in place of standardized forns or in the belief that a format will



expedite a project. The decision to use a format instead of a formw || be
made by the NAS Pensacol a Fornms Manager and the ori gi nator

(4) Bootleg Form An uncontrolled formissued without an identifying
prefix or nunber; not designed to be conpatible with any particul ar nethod of
fill-in and for which no provision for extra copies has been nade. Bootl eg
fornms are unauthori zed.

(5) Oiginator. The command that originates a form (Oigination is
indicated by a prefix as a part of the formnunber, or the prefix may refl ect
t he sponsoring command i nstead of the origi nator

c. Procurenent of Forns

(1) Locally originated NAS Pensacol a fornms

(a) New Forms. Submit a conpl eted Request for New or Revised
Form OPNAV 5213/19, and a rough draft of the proposed formto the
Admi ni stration Departnent (Code ADAP). Ensure definitive information is
provided in Item 11, Purpose of Form and that the requiring directive (if
any) is shown in Item5.

(b) Revised Forns Submit a copy of the form together with a
conpl eted OPNAV 5213/19, to the Forns Manager, Adm nistration Departnent (Code
ADAP), with proposed revisions clearly indicated. |f changes are extensive, a
rough draft with changes incorporated is desired.

(c) Established Forms. Once a formis approved and standardi zed,
use by all serviced activities is authorized. Users may obtain NAS Pensacol a
forns by submitting a Requisition for Local Duplicating Service, DD 844
(original and four copies); or a DD282, DOD Printing Requisition/COder, for
special forns; e.g., carbonless paper forms (NCR) to the Adm nistration
Depart ment (Code ADAP), Building 624, Room 242. (Quantities ordered shall be
limted to a 3-nonth supply.

(d) Cbsolete Forms. Wen a form beconmes obsolete, informthe
Admi ni stration Departnent (Code ADAP) by mneno.

(e) Hi gher Echel on Forns

1. Hi gher echelon forms (e.g., DOD, CPNAV, NAVPERS) are |isted
on mcrofiche, NAVSUP P2002 (no hard copies available) (references (c) and
(d)). These forms are devel oped for use throughout the services, and users
may procure themthrough SERVMART or through normal supply channel s by
submtting a conpleted DOD Single Line Item Requisition System Docunent,

DD- 1348, citing requestor's appropriate departnment funds.
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2. Hi gher echelon forms shall be used to the fullest extent
possible in lieu of locally originated forms. Every effort shall be made to
avoid the partial or conplete duplication of higher echelon fornmns.

(2) Subparagraphs 3c(1)(c) and 3c(1)(e)2 above provide approved,
aut hori zed sources and procedures for obtaining blank forms. No standardi zed
bl ank form shall be routinely reproduced on office copiers or other
repr ogr aphi ¢ equi pnent.



d. Procurenent of Printed Matters for O ficial Cerenonies

(1) Addressees authorized to request printing services fromthe NAS
Pensacol a Admi nistration Departnent will use the guidelines set forth in
encl osures (1) and (2).

(2) NAS Pensacol a Departnment Heads/ Speci al Assistants, COMIRAW NG SI X
Trai ni ng Squadrons, FOUR, TEN, and El GHT-SI X, and MATSG wi || submit printing
requests to the NAS Pensacol a Adm nistration Departnent.

(3) Cerenonial printing shall be produced or procured in all cases by
DPPSDO per reference (a).

(4) The printing specifications contained in enclosure (2) are
considered to provide suitable, adequate, and sufficient material for the
i nt ended cer enony.

e. Duplicating Services other than Forns. Reproduction of material on
of fice-type duplicating equipnment shall be limted to adm nistrative type

duplicating. Included in this category are such itens as single sheet
i nstructions, notices, Plan-of-the Wek, additional copies of filled-in
contracts, invoices, and simlar nonrepetitive material. Requests for

duplicating will be submtted using DD-844. iginal and four copies of the
DD- 844 are required, together with black and white originals of material to be
copied. Requests for printing, jobs that require folding, halftone photos,
nmore than one col or of ink, or other special requirenents should be submtted
usi ng DD-282. These requests are to be submitted to the Adm nistration

Depart ment (Code ADAP), Building 624, Room 242.

f. Delivery Requirenents. Duplicating requests, DD-844"s, nust be
submtted to the Admi n Departnent (Code ADAP) 1 week prior to requirenent
date. Printing requests, DD 282's, must be submitted 1 nonth prior to
requi renent date. Urgent requirenents can be negotiated in advance with NAS
Pensacol a Admi ni stration Departnent (Code ADAP).

4. Responsibilities

a. Activities serviced by the Administration Departnent regarding printed
matter for official cerenmonies will adhere to reference (a) and encl osures (1)
and (2).
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b. Naval Air Station Pensacola is assigned responsibility for the
adm ni stration of the Forns Managenent Programfor this command and Traini ng
Air Wng SIX. The Admi nistration Departnment is tasked with providing a Forms
Managenment Program for serviced activities and shall:

(1) Coll ect sanples of all forns.

(2) Set up and maintain numerical classification files of all fornmns.

(3) Review and anal yze all new requirenents for forns and rel at ed
procedures. Ensure no formis established for which a higher level formis

avai |l abl e.

(4) Assist in the devel opnent of necessary forns.



(5) Performan annual review of all forms for continuing need,
duplication, revision, inprovenent, or elimnation. |If duplicating services
have not been requested on a formin a 2-year period, the formwl|
automatically be cancel ed.

(6) Schedul e projects for inproving existing forns and rel at ed
procedures, and for devel oping new fornms and rel ated procedures.

(7) Fully docunment conpl eted projects.

c. Departnent Heads will designate a Departnent Forns Manager, plus an
alternate, to whomthe Fornms Manager may refer initially on fornms managenent
matters. This representative nmust have a broad, first-hand know edge of
department operations and established working relations with officials within
the departnent. Consideration should be given to designating the Departnent
Reports Contact Representative, as best results can be achieved if both the
Forms Manager and Reports Coordinator are the sanme individual. This
designation will be nmade in witing to the individual concerned, with a copy
to the Adnministrative Oficer, NAS Pensacol a (Code ADAP), along with a
Signature Card, DD 577, for each individual authorized to sign printing/
duplicating requests. New designations should be made as changes occur

5. Forms. Forms nentioned in this instruction may be obtai ned through normal
supply channel s.

J. M DENKLER
Di stri bution:
B
( NASPNCLAI NST 5216. 1S)

Copy to:
COMITRAW NG SI X TRARON FOUR MVATSG
TRARON EI GHT- SI X TRARON TEN
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CFFI G AL CEREMONI ES

1. Cerenonies. Cerenonies qualifying for the use of printed material at
public expense are those approved as official and necessary for conducting
public business. Standard cerenonies considered to be official are
conmi ssi oni ng and deconm ssi oning of activities or air squadrons; cornerstone
cerenoni es and buil di ng dedi cati ons; menorial services; changes of conmand;
mlitary reviews; and mlitary school graduations. Qher cerenonies not
specifically addressed in this instruction may qualify as official and shal
be determ ned by the Director of Defense Printing and Publication Service
Sout heast Detachnment O ficer (DPPSDO), Building 461, NAS Pensacol a.

2. Retirenment Cerenonies

a. Amnmlitary retirenent not coincident with a change of command may be
judged official by the senior mlitary officer within the i mediate activity
concerned in those instances where the activity authorizes and funds an
official retirement cerenony. Wen so determned in witing by the senior



mlitary officer to the | ocal DPS conponent, accountable public funds may be
used for printed materials.

b. Oficial announcenents of official retirenent and change of conmand
cerenonies may be mmil ed using appropriated fund postage. An invitation to a
rel ated reception i mediately follow ng such cerenonies may be included in the
official mailing of the announcerment if it does not result in any increase in
cost to the Governnent and does not include an advertisenent for or
endor senent of any enterprise.

3. Luncheons, Dinners, and Receptions. Luncheons, dinners, and receptions
that are not functions where heads of activities are required to entertain
officially in the interests of the Departnment of the Navy are considered to be
soci al functions, even when held in conjunction with official cerenonies.
Account abl e public funds are not authorized for printed materials related to
such functions. Except as noted in subparagraph 2b above, the inclusion of

i nformati on regarding an unofficial social function in an invitation to or
announcenent of an official cerenmony renders the latter ineligible for

of ficial mailing.

Encl osure (1)
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GUI DELI NE FOR CEREMONI AL PRI NTI NG

1. Cerenonial Prograns shall be designed in increnents of four pages. The
maxi mum shoul d be 16 pages, including the cover; however, requests in excess
of 16 pages may be reviewed for approval. The follow ng guidelines are
provi ded per reference (a):

a. Paper Stock

(1) Covers. Wite or colored, Substance 65 pound "Vellum Finish
Cover"™ (JCP L120), or equivalent.

(2) Text Pages. \White, Substance 60 pound "O fset Book" (JCP A60), or
equi val ent .

b. Illustrations

(1) The Oficial Activity Seal (Navy), which has been designated as
the one that reads "DEPARTMENT OF THE NAVY" across the top with the activity
nane across the bottom or the Marine Corps Publications Enblem required by
SECNAVI NST 5600. 20, is appropriate device to be printed on the front cover of
a cerenonial programto indicate its official character. An activity synbol
i nsigne, or other enblematic device may al so be used on the front cover, as
long as its size does not exceed that of the Oficial Activity Seal or the
Mari ne Corps Publications Enblem An activity enblem nmay be used freely as a



decorative or distinguishing device on the interior pages and/or back cover of
t he program

(2) No illustrations will be used unless certified by the sponsor that
t hey:

(a) Relate directly to the subject matter and are necessary to
explain the text.

(b) Are restricted to the mnimum size necessary to acconplish
t hei r purpose.

(c) I'llustrate enpl oyees actually engaged in an act or service
related to their official duties.

(d) Do not serve to aggrandi ze any individual
(e) Are in good taste and do not offend proper sensibilities.
(f) Are appropriate to the cerenonial occasion

c. Size. The finished size of prograns shall be 5 1/2 x 8 1/2 inches.

Encl osure (2)
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d. Color of Ink. Not nore than two colors of ink nmay be used for
printing program covers, and not nore than one color of ink may be used for
printing precedi ng pages.

2. lnvitations

a. Invitations with gold enbossed officer’s crest and envel opes are
avai l abl e only through the Navy Supply System and Marine Corps Supply System
and are not to be reproduced | ocally.

b. The Commandant of the Marine Corps, per Marine Corps Order 5600. 31
provi des a policy whereby officers at the 0-6 | evel may obtain approval on a
case-by-case basis to use an invitation with the Mari ne Corps Enbl em

c. Color of ink for all invitations shall be black

3. RSVP Cards. Paper shall be white, substance 110-pound "Index" (JCP K10),
or equivalent. Finished size 5 1/2 x 3 1/2 inches. Color of ink will be
bl ack.

4. Collateral Itens. Additional printed materials, such as gate and parking
passes, |ocator maps, seat assignnent cards, and inclenent weather cards may
be required to conduct a cerenmpnial event. \Were printing of additional itens
is required, it shall be done in the nost econonical method possible.

5. Restrictions. Enbellishments such as stair-step pages and comenorative
metal photo tags contribute unnecessary expense to the printing of prograns
and are prohibited.



Encl osure (2)



